
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient's Position]  

[Company/Organization Name]  

[Company Address]  

[City, State, ZIP Code]  

Subject: Property Transfer Request  

Dear [Recipient Name],  

I hope this letter finds you well. I am writing to formally request the 

transfer of property located at [Property Address/Description] to [New 

Owner's Name].  

Details of the Property:  

- Property Type: [e.g., Residential, Commercial]  

- Current Owner: [Your Name]  

- New Owner: [New Owner's Name]  

- Reason for Transfer: [Brief explanation of why you are requesting the 

transfer]  

Please find enclosed the necessary documents required for this transfer, 

including [list documents: e.g., title deed, transfer agreement, 

identification proof, etc.].  

I kindly ask you to process this request at your earliest convenience. 

Should you need any further information or clarification, please do not 

hesitate to contact me.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name] 


